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PHILIP MORRIS U.S.A. 


INTEROFFICE CORRESPONDENCE 
Richmond, Virginia 


To: Distribution 

From: C . 

Subject: ANNUAL RECORDS INVENTORY 


>istribution 

V. Davis X) • 


Date: 4/7/92 


The annual records inventory was requested in February and due in TIO on 
March 3, 1992. Our records indicate yours was not received . 

Please remember: It is a requirement of the Philip Morris Records 
Retention Program that an annual inventory of files you maintain be 
available for identification and reference in TIO. 

Please submit your annual inventory to Bev Putman, Tl-W immediately. 

A blank inventory sheet is attached. Please make copies if you need 
additional. 

Thank you for your cooperation. 
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